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1. GEORGIA DEPARTMENT OF HUMAN RESOURCES 
Division of Public Health , 
Vital Record8 Section Room 217-8 
47 Tr in i ty  Ave. S.W. 
Atlanta ,  Ga. 30334 
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ARCHIVES AND HISTORY ._ ~I - 

m i c a t i o n  Number 
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4. w ol b r i a  
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6. R e ~ r d s S r i e r T i b  ~ o l & ~ b y t h h u r d * r o f l ~ : ~ d i f f . n n t l  
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6. Division and Qffsl  Functien 

The Division of Public Eealth, through the lead'ership of the Director,  i s  responsible f o r  thi 
administration, direct ion, .and coordination of t he  public hea l th  programs throughout Georgia 
This is accomplished by the establishment of hea l th  standards f o r  businese, housing and fielc 
operations; 
diagnosFs .en4 control,  , I  . ~. o_f d.ise.ase.6.; the  monitor$.ng :of suppl ie t -of  ,drinking _ . ~ -  water. ,..:-::-. and the  
da i ly  State-wide program of r eg i s t r a t ion ,  s t a t i s t i c a l  " .  'foiling, ;c;et"tification, preservatlo; of 
c e r t i f i c a t e s  f,or b i r t h s ,  wr,riages',,' ' ,divorces,"annulme~~s - 1  .. . . . - 

of.marriag&, ..- 'an4 deaths  thag  occur 

- 1  . ^r  ! L _ _  ,.-. .. 

the .improvement of the physical and denta l  hea l th  of adul ts  and ch i ldren ;  t he  

~~ 
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. .  each- year, in ~ the . . . .  State. . .  - rl.- Sr  - -r ~ !, .. 7 
t -  . _ .  I .  r , ~  . . f i e  Vital. Records , I . ;  . Seccton h,as t h e  responsibflitp. .t.? provide 'Eer,vice,s . f o r  t f i ~ ^ r e g i s t r a t i o n ,  

s t s k i s t i c a l  cpdipg-, 'cer t i f icat lon- ,  a n d  preservation  of^ 7 ,  re tords  of  birth,^ death;:fekal-de'ath,  
marriage, divot-ceh, annulments, o$ marrfage,, adoptions . ,~ ~. ;an8 . ? "  ~- ' legit imation 2 o f  - .  b i r th s  . which: . r  occur 

7. R-dr L r a r  Dmuiptmn ~, ' T h i s  file mnuins the f~oli-%nQ dqcyren!r ~ i p d ~ 8 . f o r r n . n u m ~ r ~  md Dt@5.er.'ifiny1: 
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poom-inrr  relating to: .>the 'death of Ifndkvidutilr who ' d i e  . i n  Georgia, I .  ':. . '- 
A k h  ra&ler of the f;le. 
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inciuoec aie': Form 3903 ~4Certific.dte of Death)-whfch give8 beraonaf particulaGs +bout_ the . 
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deceased and. medical infor&tion which. is Ged. for s t a t i s t i c a l  tabulations 
' t o  show'caures of death a-d reflee$'  loca1,-$?tate,2and n a t i 6 a l  fren$s of the:;. ~~ .: 

. C ^ <  ~ , ~. i .  effectiven8es of the public heal th  programs. :- I .  
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,2 m o v e d  D i d t i o n  Instruction1 Thu w n c y  ncwnkndr that t h e  f i l e  tariea be sut Off at end Of MCh: 

' . ' POCa1s-r Y&: 0 FLI Year; n h r  .- ~ ~ __ b n .  
C e r t i f i c a t 9 - C u t  .. off  f i l i a t  t h e  end of each calendar year; hold i n  current  f i l e d  area 1 year  
then t r ans fe r  t o  S t a t e  Archives fo r  permanent retention. 

Maintenance instruct ions-  Microfilm c e r t i f i c a t e  f i l e  in duplicate  each month. 
c e r t i f i c a t e  f i l e  in duplicate ,  fo r  preced calendar year, each July following cut-off;-  
making two or ig ina l  r o l l s  and one duplicate.  

(Honthly Microfilm File) -(I) Send one or jg ina l  t o  National Center for  Health S ta t i s t i@.  c -  .-I %ept. 
rtealth and Human Services. (Note: I f  t h i s  microfilm is returned destroy.) (2) Keep one 
or ig ina l  in Vita l  Records Office u n t i l l  annual microfilm is completed. then d e s t r g .  

Microfilm 

eu3.l Microfilm ~- --(I) Retire one o r ig ina l  t o  S t a t e  Archives fo r  permanent r e t m t i o n .  (2) 
'Keep one o r ig ina l  In  Vi ta l  Reco_rds. Off ice . (securi ty .~opy) .  (3 one duplicate-copy in. : ' '  

lVita.1 Records Office" (reference"copy) u n t i l l  no lq iger  ~~ nkeded . ~.~ thentdestroy. 
% ... 
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. _- - -~ -~ 
W e r t i f i c a t e a  (for  every year s ince  b i r th s  have been registered) a re  needed frequently fo r  

reg is te r ing  any amendments which are neaessary t o  cor rec t  e r rors .  Ga. Code, 31-10-33 
requires tha t  the o r ig ina l  c e r t i f i c a t e  be marked "Amended" with the da te  on which .mended. 



t. . , t r  * ' I  r .  . .P- .-. .. 
Xecord s Retention Schedule 

I 

I 

GEORGIA DEPARTMENT OF HUMAN RESOURCES 
Department of Physical Health 

' V i t a l  Records Unit 

Description Disposit ion 

CERTIBICATE OF DEATH FILES - 
Documents r e l a t ing  t o  the death of 
individuals who d i e  ,in Georgia. 
Included is form ADM 5.3 (12-1-56) 
(Cert i f icate  of Death) which glves 
personal pa r t i cu la r s  about t h e  
deceased and medical information 
which i s  used for  o t a t i s t i c a l  
tabulations t o  show causes of 
death and r e f l e c t  loca l  s t a t e  
.rtd nat iona l  trends of the effect ive-  
ness of the public health programs. 
The f i l e  is arranged alphabetically 

'by  county aach month, and indexed 
by name of decedent. Each year an 

'a lphabet ical  - index i s  Printed by the 
I computer. ~ -. - 

Cer t i f i ca t e  f i l e  - cut  of f  
f i l e  a t  end of each calendar 
year; then hold i n  current 
f i l e s  area 5 years;  then 
retire t o  S t a t e  Archives fo r  
permanent retention. 

Microfilm c e r t i f i c a t e  f i l e  
i n  duplicate each month. 
Microfilm c e r t i f i c a t e  in'.  
duplicate (for preceding 
calendar year) each July 
following cut  of f .  

Monthb mlcrofilm f i l e  - 
(1) send one copy t o  National 
Center fo r  Health S t a t i s t i c s ,  
Department of Health, Education, 
and Welfare. (2) hold second 
cdpy i n  V i t a l  Records Office and 
destroy when annual microfilming 
i s  completed. 
Annual microfilm f i l e  - (1) retire 
one copy t o  Archives fo r  permanent 
retention. (2) keep one copy i n  
Vi t a l  Records Office; destroy when 
obsolete, superseded, or  no longer 
needed for  reference, 
Index -destroy monthly printout ~ when' 
updated copy is received; r e t a i l  
annual index f o r  permanent use. 

1 - .  
_ _  

AMENDS 1191, 7/6/72. 
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Mr. C. C lay ton  Turner 
". ,;,;"-q:.--~mp- r r ,  9.- 

Di.rector Records I" 656-47SO 

; Department of 'Human ReSOurCf!S 
D i v i s i o n  of P h y s i c a l  Hea l th  

j V i t a l  Records Unit '- Room 217-H 
! 47 T r i n i t y  Avenue, S. W. - A t l a n t a ,  Georgia  30334 
w 7 - s .  .-y----. =-- -.-- -- *xc.~7-~~z .- -* ..-,- - *y.-- __ ~j ,--_ .- ~ -:. li+&*- ..- ~ - - !.,_*Q - 

lo ' '  
E C. TA C i I S tl D T SI' 0 S I T I 0 I4 S T k  I1 DA R 0 ; DISPOSE OF PRESENT kCC!J:<lJLATTL'!:; 
R E C O R D  W I L L  C O I : T I i ! U E  TO A C C U r . I U L k T 2 .  

AMEND #-rE?i; 191; 192; 193; and 223. Rescind # 214. 

r! Ti0 FURTHER k C C U M U l , A T T O ! i  k N T I C T P i : 7 i  
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VITAL RECORCS W I T  F I L E S  (See. a t t ached  sheet)  
_l_,_. .__- ___ __ . I _ _ - ~ _ _ _ ~  ___ 

: 5 . Z 2 ~ 1 i c s i .  L Latest 

1919 - to fiat& 

T.7- is t?ie i'u-.ction of t h e  o f f i c e  i n  which t h i s  rscora series is c r e a t e d ?  

Tile D i v i s i o n  of P 'nys ica l  Heal th  i s  r e s p o n s i b l e  f o r  t h e  a d i i n i s t r a t i o n ,  d i r e c t i . o n  2nd 
coord inz t ion  of  t h e  P h y s i c a l  Hea l th  Programs i n  t h e  State. 
l ini  ted  t o ,  h e a l t h  s t c n d a r d s  f o r  bus ines ' ses ,  hous ing ,  f j e l d  o p e r a t i o n s ,  End h o s p i t a l s  
tilroughoqt t h e  S t a t e ;  
2nd  h e a l t h  of  expec tan t  mnthers ;  a d m i n i s t r a t i o n  of  fami ly  p l ann ing  End s t e r i l i z A t i o n  
programs; 
healti; f a c i l i t i e s ;  and a d n i n i s t r a t i o n  or' t.he Cancer A s s i s t z n c e  Program. 

Tile V i t a l  Records h j . t  serves  a s  c u s t o d i a n  f o r  r e c o r d s  of b i r t h ,  d e a t h ,  f e t a l  d e n t h ,  
rn=:cr;r~e; d f v n r r e ,  n n n i t l n ~ n : ~  O F  m a r r i a o e ,  adcp t ions :  l e g i t i n a t i o n s ,  an6 p u b l i c  1:cal.ih and 
o e d i c a l  d a t a  i n c i d e n t a l  t h e r e t o .  (Ga, Code, Sec. 3S-'1702 :/a/) .  

5'ates of S e r i e s  

- ~ - .  
-. 3 . 

These i n c l u d e ,  b u t  are, riot 
1 
. improveEent of p h y s i c a l  2nd d e n t a l  h e a l t h  of a d u l t s  en.? c h i l d r e n ,  

d iag i los i s  and c c n t r o l  of d i s e a s e s ;  supervis i .on,  of  c o n s t r u c t i o n  and 1iceas:lro of 

: 

- . ~ - .  ___-_ ~________-.I;~-__---- - . -  !L:. Ziis f i l e  conte ins  t h e  f c l lov i r rg  d o c m e n t s  ( i n c l u d e  fom. nunbers  nnd t i t l e s ,  i f  any ,  
! an2 f i l e  a r r a n g e r e n t ) .  
! 

SEE ATTACHED LTST 
! 
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-:. 3ors t h e  s e r i e s  contain c l a s s i f i e d  i n f o x a t i o n  requi r ing  s e c u r i t y  handling? 

- . h c s  t he  - s e r i e s  i n i t i a t e ,  m.end o r  temi :?a te  sgency p l i c i e s  and procedures? 

I:.. C x l d  the  function be perfonred i f  t h e  f i l e s  %-;Ire lost o r  destroyed? 

---. is t?:e s e r i e s  ( o r  t lajor por t ion  of i t )  regular1:i n i c r o f i m e d ?  If y e s ,  why? 

Is t n e  i r foxnat ion  contained i n  t h i s  s e r i e s  ever  s m a r i z e d  o r  published? 
;-:tach C O ? ~  cf sumary  o r  publ ica t ion .  

_ I  

. .  
.- 

. .  
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[ I  1 1  - .  
L.. 2.25s t h e  record s e r i e s  provide d a t e  ?.s ir.?ut t o  ED? f i l e ?  

.~ . 
._ I-. D 2 . e ~  t h e  record s e r i e s  contain docurentp-tion producc-d as  E I P  p r in tou t?  ' U [ I I  

!! 
i - -  .. 

L:. .?is t 2 e  Federal  C3vernment i ssued  i n s t r u c t i o n s  governinz t h e  retention/dispo-.  . [ ] [ 1 . .  . .  

. .. .~ s i t l o n  of.  these f i l e s ?  

:.?:;l~ :here be a nee3 for.  t h e s e  records 10, 15 yeers  f ron now? I f  yes ,  what? : 
. .  -4 . .  - _  

. .  . I .I .[ 1 . . 
. .  -_. 

.~ - - -- ~- -- .- - ~~ --__ -. . ~- .~. __ ___ I -- 

[ Hal? i n  the  current  f i l e s  a r e a  m a t h (  s )  / -~~- y e a r (  s ) ~ :  
i ] Transfer  t o  [ 
[ ] Zestroj-. 
[ ] Prnnsfer  t o  S ta t e  Archives for  permmei t  re tent ion. ,  
[ ] Cestroy i m e d i a t e l y  a f t e r  cut-off .  
i I Other: (Specify)  

S t a t e  Eecortis Center [ ] Local Iiolding Psea; hold -. - Jew(  s ) : 

i 
I 

. I  I 
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( I n d i c a t e  briefly ratimaZe for  recomiedatioris &ove/or L ! r i t e  additional remarks) : 



GEQRGIA DEPARTZ.ENT OF 1N:CiW RESCURCES 
Departffient of Physical  Health 

V i t a l  Records Unit 

C TIFICATE OF DEATH FILES - 
Docu e n t s  r e l a t i n g  t o  the  death of at i n d i v i  ua ls  who d i e  i n  Georgia. 
Iiiclude&+s forii  XDM 5.3 (12-1-56) 
( C e r t i f i c a t e  of Death) which gives 
personal  p a r t i c u l a r s  about the  
deceased a d  nkdica l  information 
which i s  used for  s t a t i s t i c a l  
t abulz t ions  t o  show causes of 
death and r e f l e c t  l oca l  s t a t e  
and na t iona l  t rends of the  e f fec t ive-  
ness of the  publ ic  hea l th  pro, eraas .  
The  f i l e  i s  arranged a lphabet ica l ly  
by county each norith, and indexed 
by name of decedent.  Each year a n ,  
a lphabe t i ca l  index i s  Printed' by the' 
computer. I -. 

7 L \  - L \ C 4  C e r t i f i c a t e  f i l e  - c u t  o f f  
f i l e  a t  end of each calendar  
year ;  then hold i n  cu r ren t  
f i l e s  a rea  5 years ;  then 
r e t i r e  t o  S t a t e  Archives f o r  
permanent r e t en t ion .  

~ - .___--. 

Piicrofilm c e r t i f i c a t e  f i l e  
i n  dup l i ca t e  each month. 
Microfilm c e r t i f i c a t e  in - '  
dup l i ca t e  ( for  preceding 
calendar year )  each Ju ly  
following c u t  o f f .  

. .  
Center for 1:ealth S t a t i s t i c s ,  
Departrent of i fes l th  Education, 
acd TiTsIfare. (Xote: I n  the  
,-., ̂..+ + L : <  -:..-3c:7- 

des t roy ) .  (2) Hoid second copy 
i n  V i t a l  Records Unit ,  destroy. 
&en annual microfilming i s  
c o q l e t a d .  

Annual I.--r__._-- microfi lm - ~- f i l e  - (1) r e t i r e  
one copy t o  Archives f o r  permanent 
re ten t ion .  (2) keep one copy i n  
V i t a l  Records Off ice ;  destroy when 
obsole te , ' superseded ,  o r  no longer 
needed f o r  ' reference.  --- Index - d e s t r o y  monthly p r in tou t  when 
updated copy i s , r ece ived ;  r e t a i n .  
,ennua'l index for.permanent use. i 

-- 
i__i_ i _ ^ _ _ _ _  LA.., i s  ZCt"=i:, 

i?!.1ENDS I I9 I , 7/6/72. 


